Career Planning
fora l_pcelong Journey

A career is defined in the American Heritage
Dictionary as “the general course or progression of one’s
working life.” From the start you will need to have a
clear idea of the kind of career path you would like to
follow.

Good career planning can lead to a satisfying career.
However, the career planning process is changing as the
workplace changes. In this process, think of multiple
career paths, rather than a single occupation, and think
of yourself as an individual with a variety of skills rather
than one specific
occupational title.
Career planning is
not an activity that
should be done
once—in high school
or college—and
then left behind as
we move forward
in our jobs and
careers. Rather,
career planning is an
activity that is best
done on a regular
basis—especially
given the data that
the average worker
will change careers (not jobs) multiple times over his or
her lifetime. And it’s never too soon or too late to start
your career planning.

Actually, you have been in the process of career
development since before you were in kindergarten.
You've had responsibilities—chores—as a family
member; you’ve been part of neighborhood or club
activities; and you’ve gone to school. Kansas State
University professor Ken Hoyt describes this process
as “womb to tomb” or “twinkle to wrinkle.” Career
planning is a continual process. Once you understand

the process, you can use it to make sure that your
choices lead to satisfying changes. Also, remember, it’s
in your best interest to remain flexible and explore your
options.

Make career planning an annual event. You can’t
plan your whole life ahead of time. Find a day or a
weekend once each year—more often if you feel the
need or if you're planning a major career change—and
schedule a retreat for yourself. Block out all distractions
and focus on your career—what you want out of your
career, out of your life.

During your planning time, map out your path since
the last career planning session. While you should not
dwell on your past, taking the time to review and reflect

on the path will
help you plan for
the future.

Reflect on your
likes and dislikes,
needs and wants.
Change is a fact

of life; everybody
changes, as do our
likes and dislikes.
Something we
loved doing two
years ago may not
give us displeasure.
So always take
time to reflect

on the things in
your life—not just you job—that you feel most strongly
about. Make a two-column list of your major likes and
dislikes. Then use this list to examine your current job
or career path. If your job or career choice falls mostly
in the like column, then you know you are on the right
path; however, if it doesn’t, now is the time to begin
examining new jobs and career choices.

Finally, take time to really think about what it is you
want or need from your career. Are you looking to make
a difference in the world? To be famous? To become
financially independent? To effect change? Take the
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time to understand the motives that drive your sense of
success and happiness.

Examine your pastimes and hobbies you like to do
when you’re not working. It may sound a bit odd, to
examine non-work activities when doing career planning,
but it’s not. Many times hobbies and leisurely pursuits
can give you some ideas for future career paths.

Make sure to note your past accomplishments.
Most people don’t keep a very good record of work
accomplishments and then struggle with creating a
powerful résumé when it’s time to search for a new
job. Making note of your past accomplishments is not
only useful for building your résumé, it’s also useful
for career planning. Sometimes reviewing your past
accomplishments will reveal forgotten successes, one
or more which may trigger researching and planning a
career shift so that you can be in a job that allows you
to accomplish the types of things that make you most
happy and proud.

Look beyond a job for transferable skills. Every
job requires a certain set of skills, and it’s much better
to categorize yourself in terms of skill sets than to be
focused on just job titles. The concept of transferable
skills is a vital job-search technique that all job seekers
should master, though the concept is especially
important for career changers and college students.
What are transferable skills? Simply put, they are skills
you have acquired during any activity in your life—jobs,
classes, projects, parenting, hobbies, sports, virtually
anything—that are transferable and applicable to what
you want to do in your next job.

Develop a road map for your job and career success.
A major component of career planning is setting short-
term and long-term career and job goals. Once you
initiate this process, another component of planning
become reviewing and adjusting those goals as your
career plans progress or change—and develop new goals
once you accomplish your previous goals.

It’s somewhat of a cliché, but information really does
lead to power and success. Never pass up chances to
learn and grow more as a person and as a worker; part
of career planning is going beyond just acceptance of
training opportunities to finding new ones that will help
you enhance or further your career. Look for types of
educational experiences that will help you achieve your
career goals. Look within your school, your company,
your professional association, as well as online distance
learning programes, to find potential career-enhancing
opportunities—and then find a way to achieve them.
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Research further career/job advancement
opportunities. Picture where you would like to be in
a year. In five years. A key component to developing
multiple scenarios of that future is researching career
paths.

So what should you be doing right now?

* Write down ten qualities that create
a portrait of you. Would your friends
recognize you from your description?

* List five strengths and five weaknesses.
Obviously your strengths are important,
but so are your weaknesses. Are they
things you need to improve in order to
reach a goal?

% Describe three experiences that taught
you something about yourself. Identify
the one that gave you the greatest sense
of achievement or satisfaction and write a
clear sentence that states why.

* Make a list of ten things that you’re
passionate about. What classes have been
especially interesting? What activities
pass the “time flies” test—where you're so
absorbed in something that you don’t even
notice how much time is passing? This list
of interests can become your springboard
to careers.

% Browse major and career profiles. What
does a biomedical technician really do?

Does the future look bright for computer

programmers? {4




An
(verview of O ccupations

A Key To Reading The Following Occupational Chart (Pages 19 - 46)

Occupation
Description/Program
Cluster:

This column gives
occupational titles and
a brief job description.
The actual job duties
in any occupation

will depend upon

the employer, the
position, the training,
and experience of

the employee. Find
the program cluster

in the Index below to
locate the appropriate
education/training
program cluster that
prepares you for this
occupation.

Employment Outlook/
Annual Income:

This column describes
the future demand for
workers for the entire
United States (US). In
addition, the US annual
average/median salary
for each occupation is
listed.

If the US or Virginia
reads:

¢ Much faster than
average—employment
is expected to increase
21% or more.

¢ Faster than
average—employment
is expected to increase
14-20%.

e Average—
employment is
expected to increase
7-13%.

¢ Slower than
average—employment
is expected to increase
up to 3-6%.

¢ Decline—
employment is
expected to decrease
3% or more.

Program Cluster Index

Sources of Additional
Information:

No single publication
can completely
describe all aspects

of an occupation.

Thus, lists of some

of the associations,
government agencies,
unions, and other
organizations with their
websites.

Related
Occupations:

This column provides

a list of occupations
that are similar in work
performed on the job.

Hiring Practices:

This column provides
hints regarding

what the employer
wants when hiring.
Preferred specific
training, minimum
requirements,
preferred experiences,
required licensing, and
types of employers that
have a need for the
occupation are given in
this column.

AFN—Agriculture, Food, and Natural Resources 48 H/T—Hospitality and Tourism 52
A/C—Architecture and Construction 48 HS—Human Services 52
ATC—Arts, A/V Technology, and Communications 49 IT—Information Technology 53
BMA—Business Management and Administration 49 LPCS—Law, Public Safety, Corrections, and Security 53
E/T—Education and Training 50 MFG—Manufacturing 54
FIN—Finance 50 MKT—Marketing, Sales, and Service 54
GPA—Government and Public Administration 51 STEM—Sci.ence, Technology, Engineering, and 55
Mathematics
HEALTH—Health Science 51 TDL—Transportation, Distribution, and Logistics 55
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repare Yourself—
Get an Eclucation

Career Planning begins with Education
Planning.

Every spring, thousands of students make very
important career choices when they register for the
next year’s classes. Many times these choices are made
without much thought for the future. Poor education
planning can be compared to a stream of water flowing
down a hill, following the path of least resistance. If you
only follow the path of least resistance, the minimum
number of classes, you may be shutting many doors
to a successful future. Like the little stream floating
downhill, floating through high school can be disastrous.
High school MUST be viewed as a critical phase that
determines your career future. You must pick classes
as if your livelihood depends upon it—because it does.
Each time you do not take a subject, you close a door
to a career opportunity. Your high school courses
provide the education foundation upon which you build
your occupational choices. Do some serious planning.
Prepare your career goals and select the high school
courses that will enable you to reach these goals. When
choosing your high school courses, keep the following in
mind:

% Take as many classes as possible. The more
education experiences you have, the more
opportunities you’ll be aware of.

% Have a career goal in mind. Plan what classes
you need and when you need to take them.

% Join clubs, organizations, and youth groups.
This is where students learn the leadership skills
necessary for their working world success.

% Try your best in all classes. Effort is as important
as grades for success.

Mid-Atlantic Guide to Information on Careers

Employers are usually not interested in people who
present themselves as wanting and able to do any job.
They are interested in hiring people who can relate
their specific skills to specific occupations. If you apply
for jobs working in these occupations, you will be able
to market yourself better and save yourself time and
rejections in your job search. Listed on the following
pages are jobs that can help you. These examples were
picked because over 85 percent of all U.S. workers are
employed in one of these jobs. But many other jobs
exist for each cluster.




AFN

Agriculture, Food, and Natural Resources

The agricultural, food, and natural resources
industries, prepares learners for careers in the planning,
implementation, production, management, processing
and/or marketing of agricultural commodities,
including food, fiber, wood products, natural resources,
horticulture, and other plant and animal products.

It also includes related professional, technical, and
educational services.

Agricultural Chemical Dealer * Meat Cutter-Meat Grader
Agricultural Educator Park Manager
Botanist Pest Controller
Environmental Engineer Plant Pathologist
Equine Manager Poultry Farmer

Farm Manager Produce Buyer

L P P S S .
* %

Forester Veterinarian

% Health and Safety Sanitarian

Sources for additional information:

American Society of Farm Managers and Rural Appraisers: www.asfmra.org
American Society of Agronomy: www.agronomy.org

American Society of Landscape Architects: www.asla.org

American Veterinary Medical Association: www.avma.org

National Mining Association: www.nma.org

Architecture and Construction

The construction cluster prepares learners for
careers in designing, planning, managing, building, and
maintaining the site environment. People employed
in the cluster work on new structures, restorations,
additions, alterations, and repairs.

Interior Designer

* Architect *

* Bricklayer % Painter

* Carpenter % Plasterer

* Civil Engineer % Plumber

% Construction and Building Inspector * Roofer

% Contractor % Safety Director

* Drywall Installer % Sheet-Metal Worker
% Electrician * Welder

Sources for additional information:

American Institute of Architects: www.aiaonline.com

Associated Builders and Contractors: www.abc.org

Associated General Contractors of Virginia: www.agcva.org

Associated Builders and Contractors, Virginia Chapter: www.abcva.org
National Association of Home Builders: www.nahb.com

Virginia Transportation Construction Alliance: www.vrtba.org
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Actor/Actress

Audio-video Designer and Engineer
Broadcast Technician

Commercial Artist

Computer Animator

Curator/Gallery Manager

* % o % % %

Director and Coach

*

Fashion Designer

Sources for additional information:

ATC

Arts, Audio-Video Technology, and Communications

The arts, audio-video technology, and
communications careers are divided into six pathways:
audio and video technology and film; journalism and
broadcasting; performing arts; printing technology;
telecommunications; and visual arts. Occupations can
include: designing, producing multimedia content,
including visual and performing arts and design,
journalism, and entertainment services.

% Journalist
Musician
Printing Equipment Operator
Public Relations Specialist
Radio and TV Announcer
Technical Writer

Web Page Designer
Writer/Editor

* % % %t % %

National Association of Broadcasters, Career Center: www.nab.org

Screen Actors Guild: www.sag.org
The National Dance Association: www.aahperd.org/nda
The Newspaper Guild: www.newsguild.org

BMA

Business Management and Administration

There are six pathways in the Business Management
and Administration cluster: Management; Business
Financial Management and Accounting; Human
Resources; Business Analysis; Marketing; and
Administration and Information Support. Business
Management and Administration careers encompass
planning, organizing, directing, and evaluating business
operations and are found in every sector of the
economy.

% Administrative Assistant
Advertising Sales Person
Bill and Account Collector
Business Consultant

E-Commerce Analyst

* % X+ %

Facilities Manager
% Human Resource Manager

Sources for additional information:
American Institute of Certified Public Accountants:
American Management Association:

Medical Transcriptionist
Office Manager
Personnel Recruiter
Public Relations Manager

Sales Representative

*
*
*
*
*
*

Wholesale and Retail Buyer

International Public Management Association for Human Resources:

National Management Association: www.nmal.org
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Assessment Specialist
Child Care Worker
Clinical Psychologist
Counselor

Curriculum Developer

b S 2 . R

Elementary School Teacher
% High School Teacher

Sources for additional information:

American Federation of Teachers: www.aft.org
National Education Association: www.nea.org
Virginia Education Association: www.veaweteach.org

E/T

Education and Training

The careers in this cluster include three pathways:
teaching and training; professional support services;
and administration and administrative support. EdT
occupations involve planning, managing, and providing
education and training services and related learning
support services.

L D S S .

Librarian

Library Assistant

Mathematics Teacher

Media Specialist, School Library
Physical Education Instructor
Teacher Aide

Vocational Education Teacher

FIN

Finance

Careers in the financial industry are found in
financial and investment planning, business financial
management, banking and related services, and
insurance services. The work environment for most of
these occupations is in an office setting and includes
planning, services for financial and investment planning,
banking, insurance, and business financial management.

Accountant

Actuary

Bill and Account Collector
Controller

Credit Analyst

* % % % % %

Debt Counselor

% Financial Planner

Sources for additional information:

American Bankers Association: www.aba.com
Federal Deposit Insurance Corporation: www.fdic.gov
Insurance Information Institute: www.iii.org
Securities and Exchange Commission: www.sec.gov
Securities Industry Association: www.siaonline.org

* % % o % %

Insurance Adjuster

Loan Officer

Market Research Analyst
Securities Sales Agent
Stock Broker

Trust Officer

Underwriter
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GPA

Government and Public Administration

Careers in public administration and government
services fall into seven pathways: governance; national
security; foreign service; planning; revenue and taxation;
regulation; and public management and administration.
The jobs can range from administrative executives, to
professionals, to clerical staff, to jobs such as postmasters
and tax examiners. Work conditions can vary, depending
on the budget of the governmental unit or locality.

* City Manager % Policy/Budget Analyst

* Court Clerk % Postal Mail Carrier

* Election Supervisor % Recreation and Parks Manager
% Foreign Service Officer * Tax Examiner

% License Clerk % Urban Planner

* Mail Clerk * Welfare Eligibility Worker

% Municipal Clerk

Sources for additional information:

International Association of Workforce Professionals: www.iawponline.org
National Association of Counties: www.naco.org

National League of Cities: www.nlc.org

The Council of State Governments: www.csg.org

HEALTH

Health Science

The occupations are found in five areas: therapeutic
services; diagnostic services; health informatics; support
services; and biotechnology research and development.
Almost half of the employment is found in hospitals, and
more than one-third are either in nursing and personal
care facilities or physician offices.

Home Health Aide

Medical Records Technician

Sources for additional information:

American Dental Association: www.ada.org
American Dietetic Association: www.eatright.org
American Medical Association: www.ama-assn.org
Virginia Health Care Association: www.vhca.org
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Physician Assistant

% Clinical Laboratory Technologist * Nurse

* Dental Hygienist % Occupational Therapist
% Dentist % Pharmacist

% Dietitian % Physical Therapist

% EEG Technologist % Physician

* *

* *

Radiologic Technician



H/T
Hospitality and Tourism

Hospitality and Tourism occupations fall into four
major paths: restaurant and food/beverage services;
lodging; travel and tourism; and recreation amusements
and attractions. Workers may plan and direct social
events or serve as escorts or guides. They also may be
concerned with the safety and needs of people who are
traveling or on vacation. Many of the jobs are seasonal or

part-time.
% Baggage Porter * Housekeeper
* Caterer * Leisure and Entertainment Manager
* Chef % Lodging Manager
% Desk Clerk % Museum Director
% Event Planner % Sports Promoter
% Flight Attendant * Travel Agent
% Food Service Manager * Waiter/Waitress

Sources for additional information:

American Society of Travel Agents, Education Department: www.astanet.com
National Restaurant Association/Educational Foundation: www.nraef.org
Virginia Hospitality and Travel Association: www.vhta.org

HS

Human Services

People working in the Human Services sector fall
within five areas: early childhood development and
services; counseling and mental health services; family and
community services; personal care services; and consumer
services. They may organize and lead group activities,
assist clients in need of counseling or crisis intervention,
or manage assistance programs. Almost half of the human
services workers are employed in private agencies offering
services such as crisis intervention, counseling, and adult
care.

Market Researcher

Buyer

Certified Financial Planner Psychologist
Cosmetologist Psychotherapist
Counselor Residential Counselor

Director of Childcare Facility Social Worker

* % % % % %

Employment Specialist Substance Abuse Specialist

* % ot % % % %

% Funeral Director Vocational Rehabilitation Counselor

Sources for additional information:

National Child Care Association: www.nccanet.org

National Association of Social Workers: www.socialworkers.org
American Association of Cosmetology Schools: www.beautyschools.org
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Animator

Database Administrator

Data Systems Designer
Information Technology Engineer

Network Administrator

* % O % ot %

Network Security Analyst

Sources for additional information:

IT

Information Technology

Occupations in this cluster are found in the network
systems, information support and services, programming
and software development, or the interactive media
areas. Most of the jobs are for computers systems analysts
engineers and computer programmers. A majority of
the work is done in an office setting; however, because
of available technology, work can be done from remote
locations using modems, e-mail, the Internet, and fax

machines.

b . P D S

Association of Information Technology Professionals: www.aitp.org

State Science and Technology Institute: www.ssti.org
Virginia’s Center for Innovative Technology: www.cit.org

Numerical Control Programmer
PC Support Specialist

Software Applications Specialist
Systems Analyst

Virtual Reality Specialist

LPCS

Law, Public Safety, Corrections, and Security

The people working in this cluster are found in
correction services, emergency and fire management
services, security and protective services, law
enforcement services or legal services. Some jobs
involve working under pressure or in the face of danger.
Workers must be able to talk and deal with all kinds of
people. A large portion of the people working in this
area are required to wear uniforms, and their work

hours are irregular, often including nights and weekends.

* Attorney

% Corrections Officer

* Dispatcher, Police, Fire, and Ambulance
% Firefighter

* Game Surveillance Specialist

% Hazardous Materials Responder

* Lawyer

Sources for additional information:
American Bar Association: www.abanet.org

Law School Admission Council: www.lsac.org
The American Jail Association: www.aja.org
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*
*
*
*
*
*
*

Loss Prevention Specialist
Paralegal

Paramedic

Police Detective

Police Patrol Officer
Private Investigator
Sheriff



MFG

Manufacturing

There are six pathways found in the manufacturing
cluster, they are: productions; manufacturing production
process development; maintenance, installation and
repair; quality assurance; logistics and inventory control;
health, safety and environmental assurance. Many of the
workers in manufacturing are trained on the job; however,
there are numerous occupations that require high
technical training and skills.

% Automated Process Technician * Machinist

* Boilermaker * Medical Appliance Maker
* Design Engineer % Pattern and Model Maker
% Environmental Engineer * Precision Metal Worker
* Food Batchmaker % Production Engineer

* Logistician % Tool and Die Maker

% Machine Tool Cutter % Traffic Manager

Sources for additional information:

American Apparel and Footwear Association: www.apparelandfootwear.org
American Electronics Association: www.aeanet.org

American lron and Steel Institute: www.steel.org

MKT

Marketing, Sales, and Service

The Marketing, Sales, and Service cluster
involves seven career pathways: management and
entrepreneurship; professional sales and marketing;
buying and merchandising; marketing communications
and promotion; marketing information management
and research; distribution and logistics; and e-marketing.
People in marketing or sales may work in a variety of
settings—stores, homes, offices, sales routes, or door-
to-door. Long shifts are typical and unusual hours are
common.

* Copywriter/Designer % On-line Market Researcher
% E-Commerce Director % Promotions Manager

* Field Marketing Representative % Retail Marketing Coordinator
* Forecasting Manager * Sales Executive

% Interactive Media Specialist * Shipping/Receiving Clerk

% Inventory Manager/Analyst * Telemarketer

* Logistics Manager * Trade Show Manager

Sources for additional information:

American Association of Advertising Agencies: www.aaaa.org
National Retail Federation: www.nrf.com

Sales and Marketing Executives International: www.smei.org
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STEM

Science, Technology, Engineering, and Mathematics

” There are two major pathways in this cluster—1)
science and mathematics and 2) engineering and
technology. Engineers use science and math to solve

[~ problems in construction, manufacturing, and other

industries. Both scientists and engineers spend time in

offices, but may also do extensive field work.

% Aerospace Engineer * Geologist
% Anthropologist % Geothermal Engineer
% Biomedical Engineer * Math Teacher
% Broadcast Technician * Metallurgist
% CAD Technician % Statistician
*

% Civil Engineer Surveying/Mapping Scientist

Sources for additional information:

American Geological Institute: www.agiweb.org

American Society for Engineering Education: www.engineeringk12.org
Marine Technology Society: www.mtsociety.org

NASA Education: http://education.nasa.gov/

The United States Geological Survey: www.usgs.gov

Biotechnology Industry Organization: www.bio.org

TDL

Transportation, Distribution, and Logistics

Workers in this cluster follow one of seven pathways:
transportation operations; logistics planning and
management; warehousing and distribution center
operations; facility and mobile equipment maintenance;
transportation systems/infrastructure planning,
management, and regulations; health and safety
management; and sales and service. Land transportation
is largely trucking, which links manufacturers and
consumers. Air transportation includes the major airlines
and commuting and sightseeing airline companies. Water
transportation involves both cargo and passenger lines.

% Able Body Seaman

Industrial Equipment Mechanic
Aircraft Mechanic Locomotive Engineer
Automotive Body Repairer Marine Captain
Automotive Mechanic Safety Analyst

Bus Driver Transportation Manager

* %t %+ %+ %

Customs Inspector Truck Driver

*
*
*
*
*
*
*

% Facility Engineer Urban and Regional Planner

Sources for additional information:

American Trucking Associations: www.truckline.com
Association of American Railroads: www.aar.org

Federal Aviation Administration: www.faa.gov

International Warehouse Logistics Association: www.iwia.org
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Federal
Stuclent Aid

What is federal student aid?

% It’s financial help if you're enrolled in an
eligible program at a school participating in
federal student aid programs. (By “school,” we
mean a four-year or two-year public or private
educational institution, a career school, or a
trade school.)

% Aid covers school expenses, including tuition and
fees, room and board, books and supplies, and
transportation.

% Aid is based on a student’s demonstrated
financial need, rather than on grades.

There are three categories of federal student aid:

Grants . . . financial aid you don’t have to repay.
Generally, you must be an undergraduate student, and
the amount you receive depends on your need, cost of
attendance, and enrollment status (full-time or part-
time). Federal Pell Grants range from $400 to $4,731.
Federal Supplemental Educational Opportunity Grants
range from $100 to $4,000.

Work Study . . . money you earn while enrolled in
school that will help pay your educational expenses. The
Federal Work-Study Program encourages community
service work and work related to your course of study,
whenever possible. You can be an undergraduate or
graduate student.

Loans ... borrowed money you must repay with
interest. You can be an undergraduate or graduate
student. Parents may also borrow to pay the education
expenses of their dependent undergraduate students.
Maximum loan amounts depend upon your grade

level in school. Federal Perkins Loans are offered by
participating schools to students who demonstrate the
greatest financial need (Federal Pell Grant recipients get
top priority). You repay the loan to your school.

Visit the Free Application for Federal Student Aid
website at: www.fafsa.ed.gov.

Before you start applying for financial aid, you
should make sure to have all the personal records that
may be requested. You may also need records of your
parents’ income information if you are a dependent
student. Make sure to have available the following:

e Your Social Security Number
e Your driver’s license (if you have one)

e Your W-2 forms and other records of money
earned

e Your (and your spouse’s, if you are married)
federal income tax return.

» IRS 1040, 1040A, 1040 EZ
» Foreign tax return, or

» Tax return for Puerto Rico, Guam,
American Samoa, the U.S. Virgin Islands,
the Marshall Islands, the federal states
of Micronesia, or Palau

* Your parents’ federal income tax return (if
you are a dependent student)

e Your untaxed income records
» Social Security
» Temporary Assistance for Needy Families
»  Welfare
» Veterans benefits records
¢ Your current bank statements

¢ Your current business and investment
mortgage information, business and
farm records, and stock, bond, and other
investment records

¢ Your alien registration or permanent resident
card (if you are not a U.S. citizen)
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l:nancxal Aid
Plannmg Calendar

There are a lot of steps to take in getting financial aid. Here is a
schedule to help keep you on track.

September — December
% Take the SAT or ACT, if you haven’t already.
% Visit college campuses and attend college fairs.

% Request information packages from colleges you’re most
interested in.

Narrow your college choices down to the finalists.
Apply for admission to your top choices.

Plan to attend financial aid workshops wherever available.

* ot %

Apply for scholarships and grants. You can also investigate
student loans now. Order a free brochure on loans from
American Education Services at www.aessuccess.org.
January — March

* File the Free Application for Federal Student Aid (FAFSA) and
other required forms. Electronic versions of the FAFSA may be
obtained at www.fafsa.ed.gov/complete001.htm.

% Attend financial aid workshops.

% Look for your first acceptance letters from the schools you
applied to.

March - April

% Review financial aid packages.

May - June
% Choose the school you want to attend.
* Notify the admissions office at that school.

% Accept and return the financial aid packages from the school
you’ve chosen.

% File student loan and/or parent loan applications, if necessary.

% Notify other schools that you’ve made your decision.

July — August

% Time to turn over that money. Pay required school fees and
bills.

August — September
% Start school. GOOD LUCK!
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emcining Work

Just about anybody can rattle off a bunch of
descriptions about work. Work is this. Work is that.
Work is important. Work is boring. But while work
frequently gets described, it rarely gets defined. So
what exactly is work? What makes what people do at
work different from all the other things they do during
the day?

One way
to define
“work” would
be physical or
mental effort or
activity directed
toward the
production or
accomplishment
of something.
In many
respects, work
distinguishes
us from other
species. Unlike
animals, we have
the ability to
deliberately and
consciously act upon the existing world and re-work it
into something new. How would YOU define work?

Some people argue that, where work and life are
concerned, one ends when the other begins. But,
actually, you are working long before you will ever
work at a job. In fact, you are working all the time.
After all, learning is work. Sustaining friendships
and relationships is work. (Breaking them off can be
work too.) Caring for others is work. Resisting peer
pressure is work. Sure, the workplace has a specific
set of expectations and obligations—your employer
needs people capable of making sure that the company
continues to turn a profit and fulfills its organizational
mission—but work is not separate from life.

We are often so caught up in getting by day by
day that we forget that our lives and the things we do
with them will become a part of history. It may seem
as if we are just spectators, but our work—whether it’s
intellectual, physical, artistic, or however you choose
to label it—contributes to producing and reproducing
society. Taken together, the actions of the members of
a society create
that society—
they build its
homes, repair its
bridges, program
its software,
teach its children,
answer its
phones, write
its stories, and
dream about its
tomorrows.

So it’s not
a question of
whether you
influence the
world: you
DO—as students;
as workers; as members of various communities;
and as individuals with unique abilities, insights,
and imaginations. Nevertheless, as important as
understanding the world of work is, the goal is not
simply to understand the world, but to change it.

As a rising generation of workers, your actions
and efforts will produce a particular future. What will
be the features of that future: diversity or conformity;
environmental degradation or environmental
preservation; urban blight or urban revival; racial
harmony or racial polarization; widespread prosperity
or widespread poverty; more opportunities or more
obstacles to achievement?
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Eclucation
}Dagsl

We often hear the advice to “stay
in school.” Today, that advice is more
important than ever.

More education equals more pay and less chance
of unemployment.

% Earnings go up with every year of school completed and get an extra boost when a degree program is
completed.

% Education pays off because better-educated workers learn tasks more easily and are usually more organized.

* Remember that differences in earnings can occur within academic disciplines and that the education you
receive will make a definite difference in your earning capacity.

Some high school, no diploma $419 6.8%
High school graduate $595 4.3%
_Some_college, no degree, _ $674 3.9%
including vocational/technical

Associate degree $721 3.0%
Bachelor’s degree $962 2.3%
Master’s degree $1,140 1.7%
Professional degree $1,474 1.1%
Doctoral degree $1,441 1.4%

Note: Data are 2006 annual averages for full-time wage and salary workers—age 25 and over, by educational attainment.

Source: Bureau of Labor Statistics/Current Population Survey

Mid-Atlantic Guide to Information on Careers




Training After High School

After graduating from high school, an individual can enter the job market immediately or may want to consider
some alternatives that can help make the transition from school to work easier. Remember, the more training a
person receives to build skills, the more competitive that person will be in the open job market.

Apprenticeship Training

Having skilled workers is critical to the success of any business. As we progress into the 21 century, the need
for skilled workers is only going to become more critical. By participating in a registered apprenticeship program,
workers can equip themselves for rewarding careers in a wide range of interesting and challenging occupations.

The people attracted to apprenticeable occupations come from all walks of life—young men and women right out

of high school, ex-military personnel, people wanting to make career changes, and dislocated workers seeking new
opportunities. Anyone with a drive to better themselves and the dedication needed to acquire the skills, knowledge,
and experience required to succeed can benefit from participation in a registered apprenticeship program.

Currently, there are over 850 occupations in a wide range of industries that can be learned through
apprenticeship training, and more are being added all the time.

For area information about apprenticeship training, contact:

District of Columbia 202-698-5099; or www.does.dc.gov

Maryland 410-767-2246; or www.dlIr.state.md.us/labor/appr.html

North Carolina 800-NCLABOR; or www.nclabor.com/appren

Virginia 804-786-2382; or www.doli.virginia.gov/whatwedo/apprenticeship/apprenticeship_pl1.html
West Virginia 304-347-5794 (U.S. Dept. of Labor/Apprenticeship);

www.dol.gov/dol/topic/training/apprenticeship.htm

Tech-Prep Programs

Tech-prep education is a significant innovation in the education reform movement in the United States. Itis
an important school-to-work transition strategy, helping all students make the connection between school and
employment. Student outcomes include an associate degree or a 2-year certificate; technical preparation in at least
one field of engineering technology, applied science, mechanical, industrial, or practical art or trade, or agriculture,
health, or business; competence in math, science, and communication; and employment. Tech-prep programs
may mean great opportunities in good-paying, high-tech jobs with unlimited possibilities. Think of tech-prep as an
escalator, moving from one level to another with no breaks in the action, and the only way is up!

For area information about tech-prep programs, contact:

District of Columbia 202-442-5599; or www.k12.dc.us/dcps/home.html
Maryland 410-767-1904; or www.msde.state.md.us

North Carolina 919-807-3870; or http://www.nc-net.info/ctp.php
Virginia 804-819-4691; or system.vccs.edu/workforce/techprep
West Virginia 304-558-2411; or www.wvtechprep.wvnet.edu
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Job Corps

Job Corps is the nation’s largest and most comprehensive residential, education, and job training program for
at-risk youth, ages 16 through 24. This program has provided more than 2 million disadvantaged young people
with integrated academic, vocational, and social skills training. Job Corps’ mission is to attract eligible young adults;
involve them in a career development services system, which begins prior to enrolilment and continues through post-
center services; assist them in acquiring their career goals and live independently; and support them in entering
and remaining in meaningful jobs or furthering their education. In addition to training, Job Corps offers a variety
of benefits to keep trainees healthy and motivated, while providing resources to make their transition into the
workforce easier. Some of these benefits include cash spending allowance; free medical and dental care; clothing
allowance; free books, uniforms, and tools; free housing, meals, and transportation; job placement assistance; and
social activities and recreation. The national website is www.jobcorps.dol.gov.

For area information about Job Corps or to find a Job Corps career transition specialist, contact:

District of Columbia www.jobcorps.dol.gov/centers/dc.htm
Maryland www.jobcorps.dol.gov/centers/md.htm
North Carolina www.jobcorps.dol.gov/centers/nc.htm
Virginia www.jobcorps.dol.gov/centers/va.htm
West Virginia www.jobcorps.dol.gov/centers/wv.htm

Private Career Education

Private career institutions comprise the largest career training segment in the United States, accounting for
over 50 percent of all post-secondary occupational/technical training. These schools have experienced significant
enrollment increases in the past decade due to major shifts in the economy and employment market. Private career
schools were established in the 1800s when independent schools responded to the increasing demand for skilled
workers in factories and offices. Almost two centuries later, they are continuing the tradition of providing career
education for today’s changing employment needs.

Private career institutions produce the vast majority of computer technology graduates and electronics
technicians in Virginia. Statewide, 69 percent of all electronics technicians and 86 percent of all computer
technicians come from private career schools.

Accredited private career institutions report that 78 percent of their graduates are placed in a job within
six months of graduation. Over 90 percent of these students find employment in a field directly related to their
training.

Private career schools are successful because they offer short-term, intensive, practical education. This
approach enables students to prepare quickly for entry-level employment. Classes are small, student-centered, and
involve hands-on experience with business and technical equipment. Students attending private career schools have
the unique opportunity to complete relevant career training programs and enter the employment market quickly,

For area information, contact:

Maryland Association of Private Career Schools 410-282-4012; or www.mapccs.org

Career College Association of Washington, D.C. 202-336-6700; or www.career.org
Virginia Career College Association 804-346-2783; or www.va-cca.org
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Aclclltlonal

Go to work for a company or business that offers training
on-the-job. Ask about their programs for ongoing employee
training.

Community College

Considering possible technical programs? Community colleges offer a variety of vocational and technical
programs that lead to certificates, diplomas, or associate’s degrees. They also offer two-year transfer programs and
specialized training for industry. There are open admissions, with remedial and pre-tech courses available. Entrance
requirements depend on the program.

Four-Year Colleges

There are many public and private colleges and universities in the Mid-Atlantic region. Information can be
obtained from local libraries, school counseling offices, the Internet or career centers, or from the colleges you are
considering. Entrance requirements are based primarily on high school grades and college test scores.

Military

Work for Uncle Sam and get training, pay, room and board, and benefits. Ask area military recruiters about the
types of training available, qualifications for training, length of time commitment required, and pay and benefits.
High school graduation is required.

% Air Force 800-423-8723 www.airforce.com

* Army 800-USA-ARMY www.goarmy.com

% Coast Guard  800-438-8724 Www.gocoastguard.com
% Marines 800-MARINES Www.marines.com

* Navy 800-372-NAVY WWW.Navy.com
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G oal Setting
for 5 uccess

Just as a map takes you where you’re traveling on
a highway, so your goals are a map for the road you’re
traveling in life! We all have goals in the back of our
minds, but we don’t always bring them into focus to
achieve them. If you find you have goals that you think
are not obtainable, decide on the most important ones
and set each step for achievement in stages. Short- and
long-term goals are important for success.

Success is unique to each individual, so your goals
should be personal and reflective. Your goals will
inevitably change over time. At one point in your life,
you may want to become more assertive, happier in your
career, or have better relationships. At another point in
your life, you may want to further your education, have
more financial security, more free time, or improve your
health. Goals will give you direction, focus, and help you
compose your world. You will receive from life what you
expect from it.

Although the main focus here in goal setting is on
careers, it is difficult to separate other personal goals, so
if you find your goals overlap or you want to set other
personal goals at the same time, please do so.

Here are seven guidelines for achieving your goals:

Write down your goals and review them often.
Establish specific objectives and time frames.
Create action plans.

Determine what further knowledge is required.

* ok Ot %

Commit and promise yourself to implement and
achieve your goals.

»*

Track your progress on a regular basis.

%

Each time you achieve a goal, celebrate your
accomplishment!
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Here are some questions to stimulate your thinking.
Remember, keep your goals simple, clear, and concise.

% Where are my career goals?

* Where would I like to be working in one year/
five years/ten years?

% What skills do | want to improve? Do | want to
further my education?

% What do | want to accomplish this year?

% What do | want to accomplish in five years?

% What are my financial goals in one year/five
years/ten years?

* Where do | want to be living in five years/ten
years?

* How will | be spending my time in one year/five
years/ten years?

* What will my work/personal/family relationships
be like in one year/five years/ten years?

% Other goals | want to accomplish . . .

* In my lifetime, | want to accomplish . ..

Goals are a journey and a process, not a final
destination. In life you will always have something to
expect from yourself; challenges keep you youthful.
The more you practice setting and achieving your
goals, the more you will enjoy and receive from life.
Moreover, achieving your goals will give you a feeling of
satisfaction, accomplishment, and fulfillment!
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How can you find out more about a career that
interests you? Try it on! Think about a career that
interests you. Determine which suggestions below may
best prepare you to sample a career. Talk with your
family as well as your guidance counselor and teachers
about your interests. They may be able to help you
identify the best try-on option for you.

rgin

Community Programs

Organizations such as 4-H Clubs, the YMCA, and YWCA
offer classes in, training for, and exposure to a variety of
careers and hobbies. You may find that the hobby you
explore in a YMCA class excites you enough to consider
a related career.

Cooperative Education Programs

Your school may have a work-study program that allows
you to go to school in the morning and then go to a job
in the afternoon. You are usually paid for your work on
the job.

Entrepreneurship

Students across the nation are discovering the
responsibility and freedom of being entrepreneurs—
individuals who assume the risks and rewards of a
business enterprise.

Internships

You will “earn while you learn” in an internship. For the
most part, internships are offered to college students;
however, some organizations offer internships to high
school students to encourage them to consider careers
in fields such as science and math.

Networking

Establishing a network of friends and family members
who know your career ambitions and are willing to keep
an eye out for you is one of the best ways people learn
about job opportunities.

Occupation Interviews

Make arrangements to interview an individual who holds
your dream job. By asking questions, you will obtain
some answers that might aid your decision-making.

Part-time Jobs
Students often view part-time jobs as just a way to
get pocket money. But a part-time job can help you

determine the pluses and minuses of a particular career.
Determine what type of career interests you have, and
contact appropriate businesses or organizations. They
may have a need for part-time help and will appreciate
your desire to learn more about their business.

School Clubs

Joining a school club that focuses on your career
interests puts you in touch with other students with
similar interests. Often, the club advisor can arrange
for guest speakers, tours, and other career-learning
opportunities. Depending on the club, its activities may
give you hands-on experience as well.

School-to-Work

School-to-Work initiatives assist students in moving from
high school or college to work by combining classroom
instruction with workplace experiences, such as
mentoring, job shadowing, and internships.

Shadowing

Shadowing gives you the chance to observe someone on
the job. For most of the day, you will watch, listen, ask
guestions, and learn as the person you are shadowing
does his or her job. Shadowing experiences last only a
day or two.

Specialized Summer Camps/Schools

You can learn more about careers in data processing, the
fine arts, mathematics, journalism, and other fields by
attending specialized summer camps. Your day will be
spent in classes, defining your skills, and learning more
about your area of interest.

Temporary Help Firms

A temporary help firm will test your skills and attempt
to refer you to suitable short-term or temporary
assignments. You can find out how much you enjoy
using your secretarial, word processing, data processing,
and other skills while getting paid. You will also get the
insider’s view of companies and organizations in your
area.

Volunteer Work

Volunteering your time to an organization allows

you to learn more about a job while gaining some
experience. Religious and political groups, community
service organizations, charities, schools, hospitals,

child care, and senior centers often need enthusiastic
volunteers willing to give their time in exchange for work
experience.
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Issues to Consider in
areer Decision

Making

Educational Level

How much education do you have? How much are you
willing to get? If your goal is to become a doctor, you
will need to plan on at least eight years of college. If
you are not willing to go to school that long, maybe you
should consider something else.

Work Site

Do you want to work inside all the time, outside all the
time, or a combination of both inside and outside? If
you work outside, you will need to be prepared to work
in all kinds of weather conditions.

Physical Demands

How much physical strength is needed to do the job?
Sometimes it is necessary to use extra effort. Some jobs
would require you to be able to lift items that weigh

ten pounds or less and sit most of the time. Other jobs
require very heavy physical exertion and handling loads
of more than 50 pounds, sometimes even more than 100
pounds, on a regular basis. Be sure you are physically
capable of performing the demands of the job.

Temperament

Temperament is defined as personal qualities which
shape one’s character or personality. People who find
work that suits their temperament are more likely to
be satisfied with that work. For example, if you would
rather work by yourself rather than having to deal with
other people, you would probably not want to consider
nursing as a career.

Aptitude

Aptitude is a person’s ability to learn different skills.
Many tests are available to get an accurate measure
of your aptitude. You may have taken aptitude tests
in school or in the military. You may contact your local
employment service office, community college, or
university for further information.
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Earnings

Most people want to make a lot of money. However,
money is only one of many factors considered in job
satisfaction. If you try only for high-paying jobs, you may
not be able to find something that suits your interests,
abilities, or personality. Understand that sometimes you
have to start out at a lower pay level and work your way

up.

Interests

What you like to do has a big impact on job choices. The
more your interests match your work, the more satisfied
you will be. Sometimes a person is able to turn a hobby
or interest into a business or job.

Future Outlook

Future outlook, a prediction of how many jobs there
will be in the future, suggests whether there will be an
increase in the demand for trained workers or whether
the demand will stay the same or decline.

Fields of Work

Fields of work represent broad, general areas of work
activity. Occupations that involve similar types of work
can be found in the same field.

Hours of Work and Travel

Some jobs require travel or working hours that would
affect your lifestyle. If you are not wiling to consider
working hours other than regular work hours (8 to 5
Monday through Friday), you may want to consider only
occupations that conform to these hours.

Environment

Environmental conditions refer to the physical
environment of a work site. If you are unwilling to work
in extreme heat, extreme cold, where it is damp or wet,
where there is a lot of noise, dust, odors, vibrations,

or where there might be risk of injury, you may want

to consider occupations where such conditions do not
exist.




